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Question 1:  What is the difference between a Project and routine work?
A project is a one-time effort with a narrow focus, specific deadline which may occur only once. On the other hand, a routine work are activities that are conducted on a regular basis and its execution does not need to be planned and they do not have an end date because it occurs repeatedly.
Question 2: Describe different stages of the project life cycle
Project life cycle consists of the following five stages:
i) Initiation
Initiation is the starting point of the project. A strategic need for the project must be recognized by the upper management.  Different reasons can be result in projects arising. For example:
· a request from a potential customer to provide a service or a product
· an internal proposal for a new product or service
· a policy decision in the organization to introduce a new quality standard, and others
The success of the entire project depends on how clearly and completely the Terms of Reference are established. The Terms of Reference will cover the following:
· objectives, scope, and budget for the project
· the project sponsor
· lines of authority
· customers
· different phase of the project
· milestone
Large projects are usually preceded by a feasibility study.
ii) Project Planning and Organization
This stage involves all the project’s stakeholders and it focuses on developing a roadmap that everyone will follow. It is during this stage that goals are set. The scope of the project is defined and a project management plan is developed. A project plan involves identifying the cost, quality, available resources, a timetable, and establishing performance measures. In addition, roles and responsibilities are defined so that everyone involved knows what they are accountable for.
iii) Project Execution 
This stage involves development and completion of deliverables. Some of the tasks completed during this stage include: 
· team development
· assigning resources
· implementation of project management plan, and others
iv) Monitoring and Review
This stage involves measuring project progression and performance and ensuring that everything happening aligns with the project management plan.
v) Project Closure
This stage represents the completed project. In this stage, all deliverables are formally signed off and the team disbanded and the project itself can be evaluated in terms of its success and likely impact.
Question 3: Outline the key skills every project manager should possess.
Every project manager should possess the following skills:
a) Personal skills
This includes the attitudes, core personality characteristics and leadership qualities of the project manager.
b) Communication skills
Project managers should have written and communication skills.
c) Organizational Skills
This can be in the form of project documentation, requirements information, memos, project reports, vendor quotes, contracts, personnel records, and others.
d) Budgeting Skills 
Project managers require knowledge regarding finance and accounting principles since they have to establish and manage budgets.
e) Problem Solving Skills
Project managers should be able to:
· define the problem
· examine and analyze the situation causing the problem and solution alternatives available
· determine the best course of action to take 
· implement the decision	
f) Negotiation and Influencing Skills
Negotiation skills is basically working with others to come to an agreement and Influencing is the ability to convince the other party to choose a better choice.
g) Leadership Skills
A project manager should be able to impart vision, inspire and motivate others, establish direction and gain a consensus for strategic goals.
h) Team Building and Human Resources
The project manager will help the project team (usually composed of individuals from different parts of the organization) to work through the various team-forming stages to become fully functional.


